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SLEIS Facility User Registration Form

(See instructions on back of form)
Company/Facility Name:
     
Facility Id#:
     

(Format is 54-000-00000, or 54 then 3-digit county code then 5-digit plant ID)

(User will be associated with this facility) 

Email Address:
     
Confirm Email:
     
Full Name:
     
Job Title:
     
Your Employer:
     
Address:
     
Address:
     
City:
     
State:
     
Zip:
     
Telephone No.:
     
SLEIS Roles: (see instructions for explanation of Roles)

Administrator:
      (Y or N)

Submitter:
      (Y or N)

Editor/Viewer:
      (choose one) 

By marking the ACCEPT box with an X, I acknowledge that I am an authorized representative of the above-named facility. I also certify that the submitted information is complete and accurate. 
ACCEPT:

Date:
     
Instructions for SLEIS Facility User Registration Form

To utilize the SLEIS web-based application, a user must first be registered in SLEIS and be linked to one or more facilities.  Until registered, a user cannot access or enter any SLEIS data.  The SLEIS Facility User Registration Form and the form instructions are available by clicking here.  Complete the registration form and email it to DEP.AEI@wv.gov.
Consultants/contractors must complete and submit the registration form leaving the “Company/Facility Name” and “Facility Id#” fields blank.  Registered consultants/contractors are added to the registry, but are not assigned any SLEIS user roles and will not be able to view any facility data in SLEIS until a facility administrator specifically requests via a company email that a consultant/contractor be given access to their facility data as submitter and/or choice of editor or viewer.

Please note a registrant’s email address also functions as the SLEIS user ID and will be used to reset passwords.  Choose a secure email address that will be maintained and used for future submittals.  Once registered, it cannot be changed.  If you change your email address, you must re-register with the new address.
There are four possible roles an individual can be assigned; administrator, submitter, editor, and viewer.  A user can only be assigned three of these roles; administrator, submitter, and the choice of editor or viewer.  However, the user can have different roles at different facilities.  An editor can both view and edit the facility’s data whereas a viewer can only review a facility’s data and is unable to make any data edits.  Each facility must have at least one administrator and one submitter; however, only one administrator can be assigned to each facility.  If needed, the administrator, submitter, and editor roles may all be assigned to the same user.  The table below summarizes each role’s function.

	User Role
	Function

	Administrator
	Can change roles for users assigned to a facility and can remove a user’s access.

	Submitter
	Submits the emission inventory and Copy of Record.

	Editor
	Edits/updates emissions and other information.

	Viewer
	Can view the data, but cannot edit.


An administrator must be an employee of the facility/corporation and supply a company email address on the registration form.  A consultant/contractor cannot be assigned the role of administrator.  To become an administrator, mark a “Y” (yes) on the form.  Registered administrators can request that other company employees and consultants/contractors be assigned specific SLEIS roles for their facility(s).  Also, within SLEIS the administrator can remove a person assigned to their facility.  Once removed, the person cannot access the facility’s inventory.

Upon receipt of a completed registration form or assignment request, the DAQ will process the request.  The DAQ may contact the registrant or the facility administrator to verify the submitted information.  After processing a SLEIS registration, the DAQ will email instructions to the address provided on the registration form.  Once the email is received, the registrant only has 24 hours to log in and establish a SLEIS access password before the log in link in the email expires.
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